
Event Information Sheet 

 Date_____________ Event start time______________ Event end time______________ Rehearsal______________ 

                                    Party arrival time___________________ Ceremony/reception start time_________________ 

 

Type of Event:________________________________ Number of guest:___________  Day of contact:_____________________ 

 

Bride/partner:___________________________    Groom/partner:__________________________________________________ 

Tent 

 

8-ft Rectangular table______ 

 

6-ft Rectangular table______ 

 

6-ft Round tables______ 

 

4 Serpentine tables______ 

 

3-ft Cake table________ 

 

3-ft Sweetheart table________ 

 

24” Cocktail tables______ 

 

1/2 Moon table_______ 

 

4 Serpentine tables_______ 

Furniture  Needed  

House 

 

8-ft Rectangular table______ 

 

6-ft Rectangular table______ 

 

5-ft Round tables______ 

 

4 Serpentine tables________ 

 

3-ft Cake table________ 

 

3-ft Sweetheart table________ 

 

24” Cocktail tables______ 

 

1/2 Moon table______ 

 

4 Serpentine tables_______ 

Chiavari chairs________    White Resin Chairs________    Tent sides up/down?_________ 

Caterer____________________________________________________________________________________________________ 

 

Photographer _______________________________________________________________________________________________ 

 

Other______________________________________________________________________________________________________ 

  

Any special power/electrical needs?_____________________________________________________________________________ 

 

 

Vendors:  Tables_______ Chairs________    
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